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INTRODUCTION
Welcome to the Colgate University Position Evaluation System. This system helps
automate many of the paper-driven aspects of the evaluation process.
You will use this system to:
• Fill out your Self Review
• View past evaluations
• Initiate Requests for Reassessment (Support Staff Positions only)
The system is designed to benefit you by facilitating:
• Faster processing of evaluations and approvals
• Up-to-date access to information regarding all of your present and past employee
reviews
These training materials are provided to assist with your understanding and use of this
system.
Your Web Browser
The Position Management System is designed to run in a web browser over the
Internet. The system supports browser versions of Netscape 4.7 and above and
Internet Explorer 4.0 and above. However some of the older browser versions are less
powerful than newer versions, so the appearance of certain screens and printed
documents may be slightly askew. Please notify the system administrator of any
significant issues that arise.
The site also requires you to have Adobe Acrobat Reader installed. This is a free
download available at www.Adobe.com.
It is recommended that you do not use your browser's "Back", "Forward" or "Refresh"
buttons to navigate the site, or open a new browser window from your existing window.
This may cause unexpected results, including loss of data or being logged out of the
system. Please use the navigational buttons within the site.
The site is best viewed in Internet Explorer 5.5 and above.
Security of Data
To ensure the security of the data provided by users, the system will automatically log
you out after 60 minutes if it detects no activity. However, anytime you leave your
computer we strongly recommend that you save any work in progress and logout of the
system by clicking on the Logout link located on the bottom left side of your screen.
It is recommended that you copy and paste your comments from a Word document.
Grammar and spell check features are not included in the site.

3

GETTING STARTED
First, you will need to go to the Position Management Site. After entering the URL
(https://careers.colgate.edu/hr), the “login screen” for the system will appear and should
be similar to the following screen:

Log in using your user name and password.
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FILLING OUT YOUR SELF REVIEW
Once logged in you will click the Begin New Performance Evaluation link on the left
hand navigation bar.

Click on the Start Action link under the appropriate evaluation type to begin your selfreview.
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Click on the SEARCH button.
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Click on the Start Action link, once you have confirmed your position information is
listed correctly.

7

Evaluation Details
Evaluation Details will be the first tab displayed. These fields are not editable, but
show you some useful information.

Once you have reviewed the information on this tab you can click the Continue to Next
Page button to move to the Self Review tab.
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Self Review
On this screen you will fill out your Self Review. Here you will list your
accomplishments, discuss your performance as well as your plans for development.
You also have the option of listing any other comments you may have. It is
recommended that you copy and paste your comments from a Word document.
Grammar and spell check features are not included in the site.

When finished click on Continue to Next Page.
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Attach Documents
Here you can attach any documents that might be pertinent to your evaluation. There
are instructions listed on the screen describing which document types you can attach as
well as other formatting requirements. You will see both Employee and Supervisor
documents listed below, but you should only be attaching documents to the ones
labeled Employee.

Once finished, click on Continue to Next Page.
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History
On the next tab you will see the history of this particular evaluation. As the evaluation
moves forward through the approval process you can track its progress by viewing this
tab.

After viewing this screen, click on Continue to Next Page.
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Submitting Evaluation to your Supervisor
On this screen you can review all the information that you have entered in the previous
tabs. Should something need editing you can click the Edit link that appears directly
above the Evaluation Status box. If you would like to continue working on your
evaluation at a later time before sending it on to your supervisor for approval you can
select the Save option in the Evaluation Status box and then click the Continue
button. If you are finished and ready to submit your evaluation, select the Submit
Review to Supervisor/Dept Chair button and then click the Continue button.

After you have clicked the Continue button the system will ask you to confirm. Click the
Confirm button and you have successfully Saved or Submitted your evaluation.
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Reviewing your Evaluation from your Supervisor
Once your supervisor has filled out your performance review and submitted it on you will
receive an email notifying you that the status of the evaluation has changed to Review
Submitted to Employee for Review. Log into the system and click the link called
Active Evaluations on the navigation bar.

Click the View link.
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After reviewing this screen Continue to Next Page or click on the Performance
Review tab.
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Review the information listed under the Performance Review tab.

After reviewing this screen click on the View Evaluation Summary link.
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If you are finished reviewing your evaluation, select the Submit Review to
Supervisor/Dept Chair for Final Review button and then click the Continue button.
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Viewing Historical Evaluations
You can also view your past evaluations if they were entered in this system. Click on the
Historical Evaluations link on the left hand navigation bar.

This will show you all the past self reviews and evaluations that were completed for you
within this system.
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